OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Solicitation Enabled Bid using a Release Requisition
This Job Aid shows how to:
e Create a Solicitation Enabled Release Requisition in COMMBUYS
e Convert the Requisition to a Bid
e Submit Bid to eligible Vendors

Of Special Note:

A solicitation enabled release is a documents used to solicit quotes from Vendors who have Master Blanket Purchase
Orders (MBPOs), or contracts, in COMMBUYS. After creating the requisition the document can be converted to a bid,
after approval, and sent the selected vendors. This COMMBUY'S functionality allows you to comply with OSD policy for
using many Statewide Contracts.

To use this functionality the MBPO must be designated solicitation enabled. Before beginning the requisition,
access the MBPO> General tab and verify the Solicitation Enabled field displays a “Yes”

Directions

1. Launch the COMMBUYS Web site by
entering the URL

COMMBUYS

COMMBUYS s/ commbus comisol n e
Browser.

OPERATIONAL SERVICES DIVISION

COMMBUYS is the only official procurement record system for the Commonwealth of

Massachusetts’ Executive Departments. COMMBUY'S offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers.

COMMBUY S INFORMATION:

Enter your login credentials and click the
Login button on the COMMBUYS home

page.

For more information on COMMBUY'S please visit the COMMBUYES support pages.
Training and Registration for Purchasers

Training and Registration for Sellers
Job Aids for Purchasers
Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBUYE@state ma.us or ring us during normal business hours (8AM — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3157

e Register
Register here to begin using COMMBUYS.
“endors, please read this disclaimer prior to registering.

— Complete Registration
Complete registration here to begin using COMMBUY'S.
endors, please read this disclaimer prior to completing registration

e Open Bids

Browrse open bid opportunities.
< Active Contracts

Browse active Contracts/Blankets.
-— Contract & Bid Search

Search for Bids and active Contracts/Blankets.

e Registered Vendor Search
Search for registered vendors.

Login 1D:

Fassword:

Forgot your password?

© 2014 Periscope Holdings, Inc.
All Rights Reserved
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Solicitation Enabled Bid using a Release Requisition

Screenshot Directions

2. Upon successful login, if you have multiple
roles in COMMBUYS, select the Basic

Purchasing role tab on the upper right side of
Basic Purchasing Inquiry the page.

January 6,2014 6:24:20 PMEST pel 7 ‘, | ‘g X

Home | mtemsv || ENNEEEN Verdors v | 3. From the Navigation Bar, select
__Requisitions 3 _ Documents > Requisitions > New

Bids
Home - Welc— 5.
Receipts
Invoice

In Progress

Ready for Approval
Ready for Purchasing
| WOnRE 4 | Purchaser Assigned
| Quotes 2 | Gone to PO

Gone to Bid

Returned

Canceled
Backorder
Ready for Issue
Partial Issue
Complete Issue
G2B Shopping

_ 4. The General tab for the requisition opens.
Release Rqu.IISItIﬂlI RQ—15—1030-108DC-1 080L-00000000858 On the left side of the screen, Complete the

Items Vendors Distributors Address Accounting Routing Aftachr fO"OWII"Ig fields: .
e Department: defaults from user profile.

May be changed, using the dropdown if
other departments are available to user.

Reguisition Number. RQ-15-1080-1080C-1080L-00000000858

Status 1RI- In Progress e Location: defaults from user profile.
Department™ _O‘SDEH - Operational Services Division ¥ May be Changed, using the dropdown if
Location™ "OSDEP - Congress St v other _Iocations are avail_able to user.
_ ' e Required by Date: optional

Required By Date: ) e Requisition Type: RELEASE
Requisiion Type | Release v e Requester: user that created the

' requisition; this field cannot be edited
Requestor Buyer Buyer

e Contact: contact for this requisition
Contact: Buyer Buyer e Estimated Cost: calculated by
COMMBUYS; not editable by user

Alternate ID: e Alternate ID: leave blank
Estimated Cost: 50.00
Print Format; * | Requisition print form ¥ |

Date Last Updated: 0918/2014 01:41:12 PM

Save & Contir

Copyright © 2014 Periscope Holdings, Inc. -
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Solicitation Enabled Bid using a Release Requisition

Screenshot Directions

5. The right half of the General tab, complete

the following fields:

e Short Description: be specific as this
field is also used as search criteria to

nents MNotes Reminders Summary locate a requisition; may use any
Departmental Identifier numbers.
Short Description™ |tSWC quote | e Fiscal Year: defaults to the current Fiscal
Year
Fiscal Year 2015 e Organization: default value based on
Organization: Operational Services Division your user profile and can only be changed

by an administrator

Soiicitation Enabled: - (@) e Solicitation Enabled: CHECK

Entered Date: 09/18/2014 e Entered Date: defaults to the current
date and cannot be changed
Type Code: | v e Type Code: type options are based upon

the requisition type, leave blank

Purchaser. | Buyer, Buyer i e Purchaser: defaults to your name; use
Contact Phone: 617 |l488 | 054 | | | the dropdown to select a different
purchaser
Tax Rate: R e Contact Phone: defaults to the profile
value; can be updated as needed
e Tax Rate: n/afor Commonwealth
User Last Updated:  Buyer Buyer When complete, click the Save & Continue
button to save the information entered on the
e General tab.

6. To add items to the requisition, click on the

Items tab.
Release Requisition RQ-15-1080-1080C-1080L-00000000858 Status: 1RI-In Progress £ Click the Search Items button to begin the
ceneral E™ Vendors  Disti Address e e e s process of adding items to the requisition.
Vendors Address Accounting Notes

There are no items. Please click 'Search ltems' below to add an item.

Search ltems

Copyright & 2014 Periscope Holdings, Inc. - All Rights Reserved
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Job Aid:

How to Create a Solicitation Enabled Bid using a Release Requisition

Screenshot Directions

Release Requisition RQ-15-1080-1080C-1080L-00D0D000858 - Search ltems s e 7. Enter search criteria to find the item or
E— service.

Search Using: | | ]

Advanced Search =
Seareh Using: Click Find It

ConsactPO# [ osemstn | )
Hem Descrits T E— Check the box next to the item(s) and put

ot v i i
e it | e T at least a 1 in the quantity column
UN S P 5C Segment-Family | v

L] Click Add to Req & Exit to return to the items
Commodity-EPP s Cooperative Purchasing |_| tab

ResultType: | tem  v| | ) Show Orderable Only

oL e Click Add to Req & Next Page to continue to
the next page and add more items.
St I R .
0 Viasle, Consiton, | 5020 EA. [Sonversion wmament | 0.00% | Cument | No
Waste, Asphalt Brick & E;;I\:;:;i;n and

=<first =prev 1 | 2| pext> last>>

-

jon RQ-15-1080-1080C-1080L-00000000858 Status: R1- 1o Progress [ 8. Click Enter Info, this allows you to open
Genera [ vencirs 0 adaress pecountng | Rousng Notes Reminders Summary more detail and edit or update the item.

| Vendors Address Accounting Notes

General ftem Information Validation Errors. ‘

» Total for master blanket #C9242-vCurrent must be greater than 50.00.

Sort by Celurmn: [Print Sequence v | sort Descending

ttem Links. Print Item Deseription Total | Delete
# Sequence Cost [&]

Quantity | Minimum | Catalog Price/ | Net | UOM Total | Tax | Tax
r Unit Cost it Dis

count | Rate | Amount.

Quaniity “

‘Solid Waste and Recycling Services: Municipal Solid Waste, Construction & Demolition
Waste, Bulky Waste, Asphalt Brick & Conerete. White Office Paper, Mixed Paper, Paper
‘Shredding, Secure Document Destruction. Okl Corrugated Cardboard, Metal Cans &

Containers, Plastic Bottles & Containers, Glass Containers, Leaves & Yard Waste, Food
MasierBiankel 1 Lne #. C2242-vCurent/ 2 S Lot Tecten Swet S hie ocds: Reaqses aootes b prces soan| )

Enterinfo | S0.00 | EA-Each 50.00

00

smm|

Tatal 50.00

@ Please save your changes before soriing . Othervise, your changes will be lost. Please do not search contract po items that have the same NIGP code.

Save & Coninue Search ltems

Gopyright ® 2014 Periscope Holdings, Inc. - All Rights Reserved
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Screenshot

Release Requisition RQ-15-1080-1080C-1080L-00000000858

OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Solicitation Enabled Bid using a Release Requisition

S {R-InProgress =

General Lo Vendors Distributoes Address Atcounfing Routing  Attachmens Mofes Reminders  Summary
(-2 Vendors Address Accounting Wedes

fent 1 emTige: Yol
Pt Seuence®. T Hem S 1R-In Pragess
MasrGrke L CEME Ot 3 MmO Qurty. [0}
MasrBrkel L Desiion Sold Wl and Ryl S Muricel S Vs Corsngin D st Bulky Wk, Ahat Bk & oncele, Vi Ot Paer,Med P, Per Shedig
Secue Docren Desvon, 0 Cmed Cabar, et Cars  Ceaers st Bt § Cotanes, s Cotaers, Leaes 6 Yad Vot Fod W, Sap et
e, e Svezping Wit Goods Reqies o i picy
—
Qv for st Wt o S Atciment o Deals
Gantly ‘2‘"":['";’” et it st ] Dissont 5 To Dissent At Tutl
1 [T Sl fm v [ ul e
e el
TaRe v
UNSPSC Segrentariy Th12-Rekoe e ekt =
Tutmort 90
UNSPSC Cass 15-Refis oo and ol
Conmey 2P Etnded it $100
Mantoer Bt ot

Wai:

Padiagny

T -

Copyight & 2014 Pericape Hoings. I - A Fihis Reserved.

Directions

9. Every Master Blanket is different in how the
items are listed; if the Description is every
item or service offered, delete the text and
enter an accurate description with detail for
the item/service you want a quote for.

Note: You can use the attachments tab to add
further detail from a word or excel document.

The following are fields that should be

completed:

e Print Sequence #*: change this field if
the order the requisition line items should
print is different from the Item # order (use
if requesting quotes for multiple line
items)

e Description*: description of the item or
service; can hold up to 400 characters.

e Quantity: enter quantity if known or enter
1 if unknown

e Unit Cost: enter cost of item/service per
‘unit’ of quantity, enter 1 if unknown

¢ Net Unit Cost: COMMBUYS auto
updates

e UOM: unit of measure; how the item is
sold/packaged/purchased, select from
dropdown menu

e Discount %: percentage discount for
item/service if applicable

e Total Discount Amt.: total amount of
discount — populate based on cost and
discount %

e Total: COMMBUYS auto updates

e Price Reference #: enter if applicable,
use if referencing another document

Status; 1RI-In Progress =

Release Requisition RQ-15-1080-1080C-1080L-00000000858

General Wity Vendors Distril
‘Vcnduls Address  Accounfing Notes

Address A i Notes Reminders  Summary

Routing

Sortby Colunn: [Pt Sequence ¥ L) Sort Descending (&)

Item
#

Links

Frint Item Description Tofal | Delete
Sequence Cost ]
Quantity Minimum | Catalog Pricef [ Net uom Total | Tax | Tax

Order UnitCost | Unit Discount | Rate [ Amount
Quantity Cost Amt.

1| Master Blanket £ Line # C9242-vCurrent/2 00| 5100 | B4 -Each | s0m0 20 BLNS

Quote for sofid waste removal. See Attachment for Detal

00

Total [ 5100

o Please save your changes before sorfing . Othenwise, your changes will be lost Please do not search contract po items that have the same NIGP code.

Sawed Coninue || Seachloms |

Copyright ® 2014 Periscepe Haldings, Inc. - Al Rights Reserved.

10. Once complete, review the requisition
item(s).

Next, select the Vendors tab.

Last Revised: 2015-03-09 5
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Screenshot

How to Create a Solicitation Enabled Bid using a Release Requisition

Release Requisition RQ-15-1080-1080C-1080L-00000000858

OPERATIONAL SERVICES DIVISION

Job Aid:

Status: 1RI-In Progress E|

General  [tems ‘ Distributors  Address  Accounting Routing Attachments Notes Reminders  Summary

Vendor ID S Vendor Name FazmEliztey Vendor Remitto Address
D Method
99000000 Conversion |Paper Capy Malled ‘ ,|
Vendor

Srtome | |

Copyright @ 2014 Periscope Holdings, Inc. - Al Rights Reserved

Directions

11.The Vendors tab will display Conversion
Vendor; this information is correct

You will leave this tab alone and continue to
the Distributors tab.

Release Requisition RQ-15-1080-1080C-1080L-00000000858

Status: 1R! - In Progress [

General Hems Vendors [ITTTTTY Address Accounting Routing Aftachments Notes Reminders —Summary

Vendor Distributor List

Vendor I Alternative ID Vendor Name Preferred Delivery Method =
204281 EOS Approach LLG (SOMWBA) dba Proshred Security Paper Copy Mailed @
213121 Cintas Document Management Paper Copy Mailed
218799 Acme Metals & Regycling, Inc. Paper Gopy Mailed v
219083 Allied Waste Paper Gapy Mailed
219265 Bil's Trucking Co Paper Copy Mailed @

501 Universal Shredding, LLG Paper Gopy Mailed
23180 ABC Disposal Senvice Inc Paper Gapy Mailed 7
2471 Southeastemn New England Data Destruction LLC Paper Copy Mailed 2]
232996 Capitol Waste Services, Inc Paper Copy Mailed @
300013 Mid Gity Scrap Iron Paper Gapy Mailed
300018 EL Harvey & Sons, Inc. Paper Copy Mailed @
300047 Frade's Disposal. Inc. Paper Copy Mailed
300048 Dave Wickles Trucking Paper Gopy Mailed v
300058 New England Recyciing Go., Inc. Paper Gapy Mailed
300068 DBl Waste Systems. Inc. Paper Copy Mailed @
300100 A1 DATASHRED, LLG Paper Gopy Mailed
300108 EOMS Recycling Services Paper Gapy Mailed 7
300111 Charter Environmental, Inc. Paper Copy Mailed 2]
300112 Waste Management of Massachusetis, Inc Paper Copy Mailed @
300302 Shred-It Boston Inc. Paper Gapy Mailed

I

Gopyright € 2014 Periscope Holdings, Inc. - All Rights Reserved

12. The Distributors tab displays all the
Vendors on the Master Blanket, who we can
select to notify.

Check the Select box on the right hand side
of the screen for the Vendors you require
information and price quotes from.

Click Save & Continue once complete.

Next, select the Address tab.

Status: 1R1-In Progress =5

Release Requisition RQ-15-1080-1080C-1080L-00000000858

General Items Vendors Distributors | Accounting Routing Aftachments Notes Reminders Summary

Boston, MA 02108
us

Email test@goperiscope com
Phone: (617)720-8862

Ship-to Address Bill-to Address
(05D01 - OSD - Ashburton Place 10th Floor |@ (05D01 - OSD - Ashburton Place 10th Floor |@
Accounts Payable Accounts Payable

1 Ashburton Place 1 Ashburton Place

Room 1017 Room 1017

Boston, MA 02108
us

Email test@goperiscope com
Phone: (617)720-8862

Copyright © 2014 Periscope Holdings, Inc. - All Rights Reserved.

13. The Address tab opens. Displayed here
is the left side of the page with the Ship-to
Address. This information can be edited if
desired by clicking on the eyeglass icon.

If there is an error message indicating that no
valid ship-to address exists. Click on the look-
up (eyeglass icon) to select a ship-to address,
same steps apply for bill-to address.

Skip to Step 17 if addresses are correct.

Last Revised: 2015-03-09
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Screenshot

OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Solicitation Enabled Bid using a Release Requisition

Lookup Ship-to Address - Release Requisition RQ-15-1080-1080C-1080L-00000000858

ik ALL of the criteria +

w0 omenmene |

e 4 S
Search (0] Name
e e

o em E——
Browseby: |ABCDEFGHIJKLMNOPQRSTUVWXYZ

[ Find It | Clear |

Close Window

Copyright © 2014 Periscope Holdings, Inc. - All Rights Reserved

Directions

14. Enter the search criteria. Click Find It to
view the search results.

If no criteria is known clicking Find it will
return all possible organization addresses.

Lookup Ship-to Address - Release Requisition RQ-15-1080-1080C-1080L-00000000858

Search rp
Using: ALL of the criteria ¥
1 A |~ A
Search D Name
B e N L
Browse by: ABCDEFGHIJKLMNOPQRSTUVWXYZ
[ Find It I Clear |
Select Department D D D Address Info
D Name Suffix Suffix
[ Name
& 1080CONVD | Default Data Conversion 1080 Conversion Address One Ashburton Place, Room
N Department 1017
Boston, MA 02108
us
Email:
test@goperiscope.com
. 0sDo1 Operafional Services Division OsD01 OSD - Ashburton Place 10th | Accounis Payable
- Floor 1 Ashburton Place
Room 1017
Boston, MA 02108
us
Email:
test@goperiscope.com
Phone: (617)720-8862
@ s51 Strategic Sourcing 1234 Strategic Sourcing-1 Tim Kennedy
. 1 Ashburton PI
Boston, MA 02111
us
Email:
tim_kennedy1@state. ma.us
Phone: (999)686-3333

15. The search results display.

Select the desired Address by clicking the
radio button in the Select column.

Click the Select button on the bottom of the
page.

Release Requisition RQ-15-1080-1080C-1080L-00000000858

Status: 1RI-In Progress £

General ltems Vendors Distributors | Accounting Routing Attachments Notes Reminders Summary

Ship-to Address Bill-to Address.
1234 - Strategic Sourcing-1 = [0SD01 - 0SD - Ashburton Place 10th Floor | =
Tim Kennedy Accounts Payable
1 Ashburton Pl 1 Ashburton Place
Boston, MA 02111 Room 1017
us Boston, MA 02108
Email: tim.kennedy1@state.ma.us Ut
Phone: (399)86-3333 Email fest@goperiscape com
Phone: (617)720-8862
Save & Continue Apply Ship-to 1o All items Apply Bill-to to All tems

Copyright ® 2014 Periscope Holdings, Inc. - All Rights Reserved

16. The pop-up window closes and the
selected address populates.

Last Revised: 2015-03-09
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Job Aid:

How to Create a Solicitation Enabled Bid using a Release Requisition

Screenshot Directions

17. Click the Attachments tab. The
Attachments tab displays.

Release Requisition RQ-15-1080-1080C-1080L-00000000858 Status: 1R1-In Progress £ If any flles auto_attach re\”ew’ keep or delete

General Items Va‘n:l’::lm?;mhuh,l Address  Accounting  Routing [[ITEIISI)| Notes Reminders ~Summary as necessary

fris ]

© cick A e o 30 e st Attachments include bid attachments and
oA required forms/contract documents

Foems ]

o Click Add Form to add form attachments. . . .
TR Click the Add File button to add a new file.

Gopyright € 2014 Periscope Holdings, Inc. - All Rights Reserved

Note: Add Form is not currently a working
function in COMMBUYS

18. The Add File window opens. To select a
file from your desktop, click the Browse
button. This will search for documents from
your computer. Select the desired file.

Complete the following fields

e Name - required; but will be populated
with the selected file name if left blank

e Description — optional
Click Save & Continue to add another file or

ﬂ Name is the display name for the file that wil appear where attachment repository files are displayed. t can be different from the name on disk and can contain alphanumeric ch

Mo click Save & Exit when all files have been
Description: ad d ed .
Fie* Browse. i .

Note: Files previously uploaded or added to
Locaton 20 the Document Library in COMMBUYS are

_ T TR BT T I available in the Attachment Repo_sitory. 'I_'o
locate and attach from the Repository, click
the Search File button and complete the
advanced search criteria.
For additional information on adding
attachments refer to the job aid How to
Search for and Use Attachments in

COMMBUYS.
Release Requisition RQ-15-1080-1080C-1080L-00000000858 Status: 1RI-In Progress 2 lg AttaChment tab redlsplays Wlth a IISt Of
General Items Vendors Distributors Address Accounting Routing ‘ Notes Reminders Summary attaChed fIIeS
=) verser

how
jandor

Name Description Attached By Attached Date Delste

Fo

E
g
&
3]

Buyer Buyer 0971872014 a

@ Ciick Add Form to add form attachments.

No Form Attachments

Copyright © 2014 Periscope Holdings, Inc. - A1l Rights Reserved
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Job Aid:

How to Create a Solicitation Enabled Bid using a Release Requisition

Screenshot Directions

Release Requisition RQ-15-1080-1080C-1080L-00000000858

General ltems  Vendors Address ing Routing 1) Notes Reminders [ETEEFTT
Header Information
Requisition Number: RO-15-1080-1080C-1080L-00000000858  Short Description: SV quote Status: IRI- In Progress
Organization: Gperational Services Division
Department: GSD01 - Operational Services Division  Location: GSDEP - Congress 5t Required By Date:
Entered Date: 09182014 Requisition Type: Release Type Code:
Requestor: Buyer Buyer Purchaser: Buyer Buyer Fiscal Year: 05
Contact: Buyer Buyer Contact Phone: (817)488-5054 Alternate |D:
Pcard Enabled: Ho Estimated Cost: s1.00 Print Format: Requisitien print form
Solicitation Enabled: Ves
Invoice Method: Three Way Match
Ship-to Address: Accounts Payable Bill-to Address: Accounts Payable
1 Ashburlon Place 1 Ashburlon Place
Room 1017 Room
Boston, MA 02108 Boston. MA 02108
us us
Email: test@goperiscope.com Email:test@goperiscope com

Phone: (17)720-8862 Phone: (§17)720-
Attachments

2
‘

Agency Files:
Agency Forms:
Vendor Files:

Vendor Forms:

Item #1:  Quote for solid waste removal. See Attachment for Detail  1RI - In Progress

UNSPSC Segment-Famiy: 76-12-15
Refuse collection and disposal

Blanket/Contract #1Line # | aty ‘ Minimum Order Quantty ‘ Unit Cost ‘ Het Unit Cost ‘ UoM ‘ Discount % | Total Discount Amt. ‘ TaxRate | Tax Amount ‘ Total Cost
£9242-vCurrent/ 2 | 10 ‘ 00 ‘ 51.00 ‘ 51.00 ‘ EA- Each ‘ 0.00% | 50,00 ‘ | 5000 ‘ 51.00
Manufacturer: Brand: WModet
Make: Packaging
Account Code: Amount |

There is na item accounting available for this item. |

Recommended 99000000 - Canversion Vendor
Wendor One Ashburton Place
Room 1017
Bosion, MA 02108
Email. test@goperiscope.com
Phone: 6177203300

Capyright © 2014 Periscope Holdings, Inc. - All Rights Reserved

20. Click the Summary tab. The Summary
tab displays a summary view of the
completed requisition.

Click Submit for Approval at the bottom of
the page.

Skipped Tabs:
e Accounting: Phase Il
e Routing: populates after submission
for approval
o Notes: optional, only viewed internally
¢ Reminders: optional, internal
reminders sent to organization users

Home | Items ¥ _ Vendors ¥ ‘
I -

Bids
Home - Welc———>———2— In Progress
POs Ready for Approval

News(1) Q] Receipts > |

| Invoice D | Purchaser Assigned
| Quotes 2> | Gone to PO

Gone to Bid
Returned

Canceled
Backorder

Ready for Issue
Partial Issue
Complete Issue
G2B Shopping

21. Once approved, locate the approved

requisition by using the Documents dropdown

from the Navigation bar.

e Documents > Requisitions > Ready for
Purchasing

The requisition will also be in your control
center under Regs and Ready for
Purchasing.

Last Revised: 2015-03-09 9
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Job Aid:

How to Create a Solicitation Enabled Bid using a Release Requisition

Screenshot Directions

22. Requisitions meeting the criteria display.
Click the desired blue hyperlink in the
Requisition # column to open the Bid.

Requisitions - Ready for Purchasing

Requisition # Requisition Date Description Type
RG-14-1080-1080C-1080L- 05182014 test Open
000000006805 Market
RG-14-1080-0 500 -08010- 05132014  test open market solicitation enabled Release
00000000604
RG-14-1080-05001-050PL- 05122014 Quick Buy Requisition Release
00000000581

23. The requisition opens to the Summary
tab.

Scroll to the bottom of the page and click the
Convert to Bid button.

24. Click the OK button to confirm.

You are returned to the Homepage.

25 Locate the Bid by using the documents
dropdown from the navigation bar.
e Documents> Bids> In progress.

Ready To Open The bid will also be in your control center

Receipts inProgress | under Bids and In Progress

Invoice Ready for Approval
Quotes Ready to Send
Sent
Opened
Returned

Evaluated

Approved
Bid to PO

Canceled

Last Revised: 2015-03-09 10 Solicitation Enabled Bid using a Release Requisition
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Job Aid:

How to Create a Solicitation Enabled Bid using a Release Requisition

Screenshot Directions

Open Market Bid BD-15-1080-05D01-OSDEP-00000000270

Status: 2Bl -In Progress [

m‘ Items Address Accounting Routing Attachments(1) Notes Bidders Questions Amendments Q&A Reminders Summary

‘Genelal Validation Errors

« The following required fislds are missing: bid opening date, available date

Bid Number.
Status:

How Solicited:
Depariment™®
Location™*
Show on Web:
Required Date

Available Date *(MMDDYYYY
HHMM:SS AM or PM)

Bid Type:

Gontrol Code

Print Dest Detail
Purchase Method ™
Tax Rate:

Htem Single Ausard Only:
Info Contact:

Pre-Bid Conference:
(Max size: 250 characters)

Bulletin Desc:
(Max size: 500 characters)

Quote Mofification:

Invaice Method

Transaction Size (Commonvealth
Departments Only)

Eid Field Demo
Date Last Updated

BD-15-1080-05D01-GSDEP-00000000270

28I - In Progress

Description™
Purchaser

Type Code.

‘OSDN - Operational Services Division

v | Fiseal vear

OSDEP - Congress St v

Closed Bid v

g

Organization
Allow Electronic Response:

Bid Opening
Date (MMDDNYYYY
HHMMSS AM or PM)

Purge Date: (MMDD/YYYY)
Informal Bid:
Estimated Cost

Altemate ID:

Print Format: *

Salicitation Enabled

[SWC quote
Buyer, Buyer v

2015

Operational Services Division

5

L =
L =
o
L ]

Bid Print Form ¥

Ves

[Contact Buyer Buyer at (617)488-5054

.
Three Way Match ¥
I 5

]

09/18/2014 05:17:55 PM

User last Updated

Gopyright € 2014 Periscope Holdings, Inc. - All Rights Ressrved

Buyer Buyer

Save & Continue.

26. The Bid screen opens to the General tab
where any necessary updates can be made.

All information from the requisition is
populated into the Bid.

The fields that require completion include:

e Available Date — Enter the date the Bid
(solicitation) is made available to vendors
to submit quotes. Click the calendar icon
to set the desired month, day, and time.

e Bid Opening Date — date the Bid will
close and quotes can be opened for
viewing. Click the calendar icon to set the
desired month, day, and time.

e Informal Bid- check box if you wish to
view quotes as submitted (prior to the Bid
Opening Date). Note: This option should
only be used for closed bids to vendors
on contract. Refer to policy for further
clarification.

e Purchase Method:- Option should default
to Open Market. If not then select Open
Market from the drop down menu

Click Save and Continue to save all
changes.

Bid Number:

Open Market Bid BD-15-1080-05D01-OSDEP-00000000270

BD-15-1080-05001-05DEP-00000000270

Status: 28 - In Progress

Status: 2BI - In Progress E|

@| ltems Address Accounting Routing Aftachments{i) Notes Bidders Questions Amendments Q&A Reminders Summary

Description™*

|SWC quote ‘

Purchager™®

Buyer, Buyer v

27. All information from the Requisition is now
part of the Bid; however you should always
review and verify that all information is
accurate.

Click the Items tab. The Items tab for the Bid
opens.

Click the Address tab. Verify the Ship-to and
Bill-to address.

Click the Attachments tab. Verify and/or add
files to the Bid if needed. To add a file, click
the Add File button.

The Amendments tab has no functionality
until after the Bid is posted.

Last Revised: 2015-03-09
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Job Aid:

How to Create a Solicitation Enabled Bid using a Release Requisition

Screenshot Directions

28. Click the Bidders tab.

There is no Vendor tab on the Bid.

COMMBUYS now refers o Vendors as

General ltems Address Accounting Routing Attachments(1) unm Questions Amendments Q&A Reminders Summary Bldders A” \_/endors er!terEd on the
] Subcontactors Guote Actviy requisition will now be listed as Bidders.

Select biddsr participation, open or closed, and sslect vendors to notify

7 Umesricedi alvendorscan v and resond If not already done click the radio button next
(7 e i v o e o esend to Restricted bid, to ensure that only
0 I S Sy selected vendors can view and respond.
I If you want vendors to see your price, select
O meseosimen | goven e el the Show Unit Prices to Vendors checkbox
e Proanes [General Maiing Address - Joseph A Kelly 75 Post Office Park Wib__ v | "= at the bottom of the page.
o T po The Hide Bid Holder List on Vendor Side
[Genre ating Adres - Lss Dslgd 2C Gl t ok, A D1ed.. | | checkbox is automatically checked, this hides
TERET the Vendor list from all responding Vendors.
[ —. Uncheck if desired.
[#]' Hide Bid Holder List on ‘endor Side.
e O e T e e e e To add more Bidders, click Lookup & Add

e | coonr s ree e [
S ———— Vendors button.

Copyright © 2014 Periscope Helgings, Inc. - Al Rights Reserved

If any changes have been made click, Save &
Continue.

29. Click the Questions tab.

Ask vendors questions by entering text in the
Question field.

Open Market Bid BD-15-1080-0SD01-OSDEP-00000000270 Status: 2B1-In Progress

General Items Address Accounting Routing Attachments(1) Notes Bidders ‘ Amendments Q&A Reminders Summary

Select the Required checkbox if the

Do |t | e | e uestn ResposeTree questions must be answered before the quote
o ’ @ are you 2 smell business? YESNO v can be submitted by the vendor.

~ ‘ Select a value from the Response Type drop-
| e down list to establish a format for the vendor

T e T e I response.

Copyright ® 2014 Periscope Holdings, Inc. - All Rights Reserved

Select the Save & Continue button to save
your entries.

Last Revised: 2015-03-09 12 Solicitation Enabled Bid using a Release Requisition
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Job Aid:

How to Create a Solicitation Enabled Bid using a Release Requisition

Screenshot Directions

30. Click the Q&A tab. To dialogue with
vendors, select the Allow vendor to submit
guestions checkbox.

If you would like COMMBUYS to notify you

Open Market Bid BD-15-1080-0SD01-OSDEP-00000000270 Shtun: 20 InProgress when a vendor submits a question, select the
ol v ks (st [ Ao} W s [oestons) [ Acoans (G i) Simary Send notification when vendor submitting
Question # | Created Date | User Created ‘Question Subject Question Answer Show on Web | Show Original Vendor Orly | Delete questlon CheCkbOX,
(0] (0] O
Ackd New: 8]
| J J If desired, you and/or the vendor can enter a

Question Subject and Question into the
()" send nofifiation when vendor submiting question respeCtive ﬁEIdS’ and the Other party can

respond in the Answer field.

Copyright ® 2014 Perscops Holdings, Inc. - All Rights Resenved

[ Alow vendor to submit questions

If you wish to display the dialogue on the
Web, select the Show on Web checkbox.
The Show Original Vendor Only checkbox is
available if appropriate.

31. If desired, click the Reminders tab to
send a reminder to yourself or another person
within your organization.

Use the calendar icon in the Due Date field to
select the date of the reminder then enter your
reminder text in the Comment field.

Open Market Bid BD-15-1080-0SD01-OSDEP-00000000270 Status: 261 - In Progress 5
General Items Address Accounting Routing Atftachments(1) Motes Bidders Questions Amendments Q&A m| Summary seIeCt yourself or anOther Internal reCIpIent n
the drop-down menu next to the Remind
Due Date* Comment* Remind Whom* Days Date Completed | Send | Date | Entered .
(MMDDIYYYY) {max 250 characters) Prior (MWDD/YYYY) | Email | Entersd | By Whom f|e|d_
ne.::mr*
] L e If you would like to send a “tickler” or pre-
Y notification in advance of the reminder, enter
. the number of days of the pre-notification in

_ Savcd Coninie. | Fesel _ the Days Prior to Reminder field.

Copyright ® 2014 Periscope Heldings, Inc. - All Rights Reserved

If you would like the reminder send via email,
select the Send Email checkbox.

When complete, click the Save & Continue
button.

Last Revised: 2015-03-09 13 Solicitation Enabled Bid using a Release Requisition
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How to Create a Solicitation Enabled Bid using a Release Requisition

Screenshot

Directions

E 32. Click the Summary tab to review the bid
General Mems  Address Accounting Rouing Attachments(1) Notes Bidders Questions Amendments Q&A  Reminders . -
information.
Bid Number:

BD-15-10:0-05001-CSDEF- Description

Open Market

id BD-15-1080-0 SD01-OSDEP-00000000270

e

Purchaser: Buyer Buyer Minor Status: How Solicited: Email

Organization: Operatansl Services Division H

Pt Yo . [S— T E— e OCIOll 10 the bottom of the page and click the
Show On Web: Yes Allow Electronic Quote: Yes Required Date: Su bmlt for App roval button

Bid Opening Date: 0O30/2014 10:38:00 AM Available Date: 0E/Z32014 10:38:00 AM .

Purge Date:

Bid Type: Closed Bid Informal Bid: No

Control Code: Estimated Cost: $1.00 Print Dest Detail: H H

Partnass e S A pop up message appears asking if you want
BlanketContract Begin Date: BlankeUContract End Date: Type Code:

Info Contact: Contact Buyer Buyer st Bulletin Desc: Pre-Bid Conference: tO Su bm |t th IS b |d .
(81714325054

UN S P S C Code Certified Required: Mo Acknowledge inclusion required: o Hour of Acknowledge inclusion: 0.0
subcontractor Info:

Quote Netification: e
Date Last Updated: a2 10421 AN User last Updated: Buyer Buyer Item Single Award Only: e Cllck OK
Ship-o Address: Accounts Payabie Bill-to Address: Accourts Payabie Print Format: 8 Print Fom
1 Ashbuton Flace 1 Ashbuton Flace
Room 1017 Room 1017
Boston. MAD2108 Boston. MAD2108
o5 5
Email: test@goperiscope com Email: test@goperiscope com
Frons: (6177208302 Frons: (6177208302
Solicitation Enabled: Yes
Invoice Method: Three Way Match
Bidders: Vendor Vendor Name

Frefrrad Delivery Method  Nefifications Responded
204281 EOS Approsch LLC (SOMVVEA) dba Proshred Security Paper Copy Maied No
300302 Shredt Boston Ino.

Paper Copy Maied No
Transaction Size (Commonwealth

Departments Only):

Bid Field Demo:

Files:
Forms:

item Information
Item # 1: Quote for solid waste removal. See Afischment for Detsil 281- In Progress [2)

UNSPSCCode: 7812415
Refuse collaction and dispasal

Req#/ltem = RG-15-1080-1080C-1080L 00000000858 / 1
ay Unit Cost vom
0 3100 BA-Esch

Total Discourt Amt. Tax Rate Tex Amount Totsl Cost

s0.00 5000 5100
Manufacturer Brana

Maks: Pasiaging

account Cade

Thers s o tem acsouning svailskls for this e,

I Submit for Approval I Cancel Bid I Clone Bid l Print l

Open Market Bid BD-15-1080-0 SD01-0 SDEP-00000000270 Status: 28R -Ready to Send £

e e 33. Once the bid is approved, return to the

Header Information

i e e e Summary page and scroll to the bottom of the

P e e page and click the Send Bid button.

Fiscal Year: 5

Department: 5001 Cperstonsl Location: 0SDEP - Gongress 5t

Show On Web: ves Allow Electronic Quote: Yes Required Date: . . . ) )

Bid Opening Date: 0a302014 1039002 Available Date: 02312014 10:30:00 AM h II fy y d I d h b d

Purge Date: This will notify any vendor listed on the bid as
Bid Type: Closed 5id Informal Bid: e

Control Code:

: J—— well as post it on COMMBUYS for all vendors

Catalog Id {for contract):
Blanket/Contract Begin Date: Blanket/Contract End Date:

e o to search and bid on.
Info Contact: Centact Buysr Buysr st Bulletin Desc: Pre-Bid Conference:

(817)488-5054
UN S P S C Code Certified Required: Mo

Acknowledge inclusion required: Mo
Subcontractor Info:

Hour of Acknowledge inclusion: 00

Quote Notification: o

Date Last Updated: 2222014 10:4921 AW User last Updated J— Jtem Single Award Only: -

Ship-to Address: Accounts Paysbie Bill-to Address: Acsounts Payaie Print Format: i Prit Form
T azrurion Flase " Reruton Flace
Reom 1017 Roem 17

Emsil test@goperiscone.com Emsif test@goperiscope.cam
Frone: (817)720.8850 Bhone: (5177208882

Solicitation Enabled: ves
Invoice Method: Thres Way Matsh
Bidders: Vendor 14 Vendor Name.

Preferrsd Delivery Method  Notifications  Respondsd
204281 E0S Approsh LLC (SOMWSA) dba Froshvas Sscunty Pper Cony Maied

o
300302 ShreatBostonine. Fapar oy Visies o
Transaction Size (Commonwealth
Departments Only):
Bid Field Demo:
[Attachments
Files:
Forms:
item Information
item # 1: See 28R - Resdy
UNSPSCCode: To12.15
Retuss collection and disposal
Req#/ Hem#: FG-15-1080-1060C 1001000000085 1 1
oy Uit Cost uom Tetal Discount Amt. Tax Rete Tax Amount Totai Cost
10 $100 EA-Esch 000 000 s100
Manufacturer Brane Mose
Mske: Packeging:
Aosount Code

Thars is no tem secaunting avaisbls for ths e,

Send Bid Actions

Opfion(s) Change bid status to "Sent” and notify vendors

Change bid status to "Sent” only.

T | = ] -

Last Revised: 2015-03-09 14 Solicitation Enabled Bid using a Release Requisition
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How to Create a Solicitation Enabled Bid using a Release Requisition

Screenshot Directions

@8D

OPERATIONAL SERVICES DIVISION

Job Aid:

)

endor e

e D

ez gt

Status: 285 - Sent

=

34. Click the OK button to complete the
process.

The Bid status updates to ‘Sent’ and will
appear on COMMBUYS based on the
available date and bid opening dates.
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